
Training 

• Intro to Well plan – informal document
• What, why, when and how?
• My management style  

• Proactive what can I do rather than reactive- HR have said that…
• My support options
• Further info re HSE, contact and support orgs, DSE, PPE 



Guide to the Colas Rail Well plan 
Manager’s version



• These first three questions consist of some self reflection by your employee.

• These questions may be difficult to answer, particularly in front of their manager, and more so if you are 
feeing anxious about the response or being judged. No one wants to admit they aren’t coping or feel that 
they are letting their manager down.

• Leave time to truly listen and resist drawing conclusions. 

• It may be useful for your employee to consider and complete the Well plan on their own or with a trusted 
colleague; partner or Wellbeing champion.

• If they complete it beforehand it may make the conversation with their manager much easier – especially if 
they have already considered some suggestions and requests, or run them past a friend or colleague.

• Triggers may not be obvious at first, or something they do not want to discuss at this stage; ask if your 
management style, the way you manage that employee, helps or hinders, so that they have a way to critique 
without having to raise this issue.

• Be proactive and always encourage a positive view of the future – tell them this is a temporary situation and 
together we will sort it out, find the right expertise if required, help you manage it...

Getting Started on the Well plan



• Questions 4 -6 consist of how you as a manager might 
respond  

• Questions 1 -3 are about self reflection so the key here is 
to ask a question and then listen without interrupting



How can I help, as your manager?

Go to Back page 
• Key actions to be listed here – may only be one or two
• Signatures are purely to show commitment – could use first 

names only
• Review dates are critical and managers need to check in regularly 

to see how things are going.
• Check in may be daily to start with and easing off to give control 

to employee
• Employee may want others to know about any arrangements 

(may be awkward for them otherwise) or they may prefer not to 
share this – make it their decision  

Refer back to anything already discussed like reading or a fitness regime 
and discuss how it could be incorporated into their day. Don’t feel insulted 
when your ideas are not taken up – it is important for your employee to 
listen and make their own decisions about what is realistic. Just be there to 
help when required to.

Make sure your employee feels empowered to take a break, also making 
sure they are ok to be on their own, if they are upset.
There may be no need for contact details in this case, but ask the question 
as you can leave it blank



• The back page of the Well plan is for agreeing some coping 
strategies and / or some adjustments to the working 
environment – these could be permanent or temporary and 
it is important to check in with your employee to review 
whether the plan is working.

• If it is working then think carefully about whether it needs 
to be ‘changed back’ at all, as this may cause worries for the 
employee.

• Take the lead from them if at all possible – is it making them 
more productive with the present arrangements? If so then 
consider whether the adjustments should be permanent.

• Signatures are purely to show commitment to the plan, and 
this is not a formal / HR document. 

• The Well plan should be kept by the employee and they may 
want you to have a copy – this must be kept secure 

Agree any actions you as the manager are going to arrange, 
along with any actions your employee has decided on.
(Make a note of actions and dates agreed, in case your 
employee doesn’t want you to take a copy)
It is really important to agree review dates for this Well 
plan, and check in days, times – don’t overwhelm your 
employee, so ask him/her what they feel is appropriate
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